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ORDER FORM

Social & Economic Research Framework Agreement

FROM

	Authority
	DWP

	Commercial  Address
	Level 1 Rockingham House,

123 West Street,

Sheffield,

S1 4ER

	Invoice Address
	 DWP

 Shared Services Purchase to Pay,
 3rd Floor, Companies House,
 Crown Way,
 Cardiff,
 CF14 3UW

	DWP Contact Ref:
	Name: [Redacted]
Phone: [Redacted]

E-mail: [Redacted]


	Project Title
	The Provision of Employment Support Allowance Support Group Research for the Department for Work and Pensions.

	Project Reference
	CCZZ17A12

	Purchase Order Number
	(To be quoted on all correspondence relating to this Order)

	Order Date
	27th June 2017


TO

	Provider:
	IFF Research Ltd

	For the attention of:

E-mail

Telephone number
	[Redacted]
[Redacted] &  [Redacted]
[Redacted]

	Address
	Chart House,
16 Chart Street,

London,

N1 6DD


	1. SERVICES REQUIREMENTS

	(1.1) Services and Deliverables Required:

See Annex A for full details

	(1.2) Commencement Date: 
29th June 2017

	(1.3) Contract Value ex VAT £:
The maximum contract value for this requirement is £305,000.00

Fixed value [Redacted]- See Annex C for full details
Call-Off value [Redacted]

	(1.4) Completion Date:  
28th February 2019


	2 ADDITIONAL REQUIREMENTS

	(2.1) Supplemental Requirements in addition to Call-Off Terms and Conditions:

None

	(2.2) Variations to Call-Off Terms and Conditions

None


	3. PERFORMANCE OF THE SERVICES AND DELIVERABLES

	(3.1) Key Personnel of the Provider to be involved in the Services and deliverables:

See Annex D for details

	(3.2) Performance Standards

See Annex A for full details

	(3.3) Location(s) at which the Services are to be provided:

See Annex A for full details

	(3.4) Quality Standards

See Annex A for full details

	(3.5) Contract Monitoring Arrangements

See Appendix 3 for full details


	4. CONFIDENTIAL INFORMATION

	(4.1) The following information shall be deemed Commercially Sensitive Information or Confidential Information:-

Please see Appendix 4 for full details

 (4.2) Duration that the information shall be deemed Commercially Sensitive Information or Confidential Information

Please see Appendix 4 for full details


By signing and returning this Order Form the Provider agrees to enter a legally binding contract with the Authority to provide the Service specified in this Order Form together with, where completed and applicable, additional requirements set out in Section 2 of this Order Form.  Incorporating the rights and obligations in the Terms and Conditions set out in the Framework Agreement entered into by the Provider and the Authority on 1st July 2013 and any subsequent signed variations to the terms and conditions.   

	For and on behalf of the Provider:-

	Full Name
	[Redacted]

	Title
	[Redacted]

	Signature
	[Redacted]

	Date
	27/06/2017


	For and on behalf of the Authority-

	Full Name
	[Redacted]

	Title
	[Redacted]

	Signature
	[Redacted]

	Date
	29/06/2017


SECTION 2
APPENDIX 1 – THE SERVICES

1
General

1.1
The following additional documents shall be deemed to be incorporated into this Contract (as appropriate);

	Document
	Dated

	Framework Call-off Terms and Conditions
	Monday 27th October 2014

	Specification
	

	Providers Tender/Proposal
	


2
Recruitment Through Jobcentre Plus

2.1
One of the key objectives of the Department for Work and Pensions is to move people from welfare into work. DWP has a Great Britain-wide network of Jobcentre Plus offices that provide job broking services for unemployed people. The Provider is therefore required to notify Jobcentre Plus when recruiting staff for any entry-level job vacancies located within Great Britain, which may arise from the delivery of their contract to the Authority 

2.2 
The Provider is also encouraged to notify Jobcentre Plus of any other vacancies that may arise. The Provider may in addition use other recruitment methods.

3
Appendices

3.1
The following annexes form part of this appendix;

Annex A – Specification of Service Required under this Contract
Annex B – Timetable

Annex C – Prices, Rates and Payment Schedule

Annex D – Provider and Sub-contractor Key Staff


Annex E – Approved Sub-contractors


Annex F – List of MI Requirements
Annex A - Specification of Service Required under this Contract
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Annex B – Timetable
	Milestone
	Description
	Timeframe

	1
	Project Inception Meeting, 
	July 2017

	2
	Produce literature/evidence review
	July 2017

	3
	Design qualitative research instruments


	August 2017

	4
	Discussion with Project Manager to clear topic guides


	August 2017

	5
	Establish measures to achieve high response rates. 


	August 2017

	6
	Final version of qualitative fieldwork materials signed off 
	October 2017

	7
	Contact participants for qualitative interviews 


	October 2017

	8
	Pilot interviews 
	October 2017

	9
	Qualitative fieldwork
	Oct – Nov 2017

	10
	Analyse Qualitative interviews
	December 2017

	11
	Interim qualitative findings available
	December 2017

	12
	Potential focus groups
	January 2018

	13
	Presentation of interim findings
	February 2018

	14
	Potential contract break, review emerging evidence with policy colleagues and determine need and requirements for quantitative/ next phase
	February 2018

	15
	Design and clear quantitative research instruments 
	March 2018

	16
	Agree precise format and duration of survey 
	March 2018

	17
	Final version of research instruments cleared following pilot
	April 2018

	18
	Establish measures to achieve high response rates. 
	April 2018

	19
	Research questions and survey design shared and signed off by the project Steering Group.
	April 2018

	20
	Quantitative fieldwork Agree precise format and duration of survey
	May – July 2018

	21
	Analysis of quantitative survey
	August-October 2018

	22
	Draft final report 
	November 2018

	23
	Presentation of qualitative and quantitative findings
	December 2018

	24
	Final report agreed and prepared for publication
	December 2018

	25
	One pager for DWP website
	January 2019


ANNEX C  – Prices, Rates And Payment Schedule
[Redacted]
Please note that the above pricing is for phase 1, which is the fixed element of the contract only. The total contract value is £305,000.00 ex VAT with the fixed cost being [Redacted] and the call-off cost being [Redacted]
Annex D – Provider and Sub-contractor Key Staff

	Name
	Position Held
	Period of involvement in the Contract

	[Redacted]
	Research/ Executive Director 
	16.5 days

	[Redacted]
	Research/ Executive Director
	

	[Redacted]
	Research/ Executive Director
	

	[Redacted]
	Senior Researcher
	23.5 days

	[Redacted]
	Senior Researcher
	

	[Redacted]
	Research Manager
	21 days

	[Redacted]
	Researcher
	33 days

	[Redacted]
	Researcher
	

	[Redacted]
	Researcher
	

	[Redacted]
	Researcher
	

	[Redacted]
	Researcher
	


· Please note that the total period of involvement cannot be calculated as there is a call off element to this contract. The period of involvement in the contract listed above only covers phase 1 of the project. Additionally the days listed in the last column display a combined total against each grade.   
Annex E – Approved Sub-contractors

	Name of Sub Contractor
	Nature of the Services being Sub Contracted
	Anticipated Value £

	A3 Design and Print
	This will be for printing opt-out letters
	[Redacted] (please note this is is for phase one only there may be additional costs if the contract moves into phase 2)


Annex F – List of Management Information (MI) Requirements  
The Provider shall supply information listed below relevant to the delivery of the Services to the Authority, using formats and to timescales as specified by the Authority, [covering areas such as (but not limited to)]
	Management Information Required
	Frequency/Date Required

	Submit copy of Board Minutes for Parent Company where PCG has been signed
	On or about the effective date (and in any event no later than the first Commencement Date)

	Full and final Security Plan in accordance with Appendix [6] 
	Within twenty (20) Working Days after the Commencement Date of the Call-Off contract and reviewed at least annually thereafter.

	Sustainable Development Policy Statement & Sustainable Development Plan in accordance with Appendix [7]
	Within six (6) Months of contract start date and at least annually thereafter.

	Diversity & Equality Delivery Plan in accordance with Appendix [8]
	Within six (6) Months of contract start date and at least annually thereafter.

	Workforce Monitoring Declaration in accordance with Appendix [8]
	Within six (6) Months of contract start date and at least annually thereafter.

	Apprenticeships & Skills Report in accordance with Appendix [10]
	Within six [6] Months of the contract start date and written updates on a [quarterly] basis thereafter.

	HMG Baseline Personnel Security Standard - Provider’s Declaration see HMG Baseline Personnel Security Standard - A Guide for DWP Contractors


	Within four (4) weeks of contract start date and submitted for each calendar year thereafter within one Month of the end of each calendar year (i.e. by 31st January for year ending 31st December)


APPENDIX 2 – ADMINISTRATION REQUIREMENTS

1
Authority's Authorisation

1.1
The following person is the Authority's Representative and is authorised to act on behalf of the Secretary of State for Work and Pensions on all matters relating to the Contract, contact details are shown in the Schedule 4 ​​(Order Form) of the Framework Agreement.

Name:

[Redacted]
Title:

Authority's Representative

1.2
The Authority's Representative may approve deputy Authority's Representatives to exercise on his / her behalf such powers as are contained in this Contract.

2
Provider's Authorisation
2.1
The following person is the Provider's Representative and is authorised to act on behalf of the Provider on all matters relating to the Contract, contact details are shown in Schedule the (Order Form) of the Framework Agreement.

Name:

[Redacted]
Title:

Provider’s Representative

2.2
The following person is the Provider's Contract Manager and is authorised to act on behalf of the Provider on all matters relating to the Contract;

Name:

[Redacted]
Title:

Contract Manager
3
Payment Information
3.1
The Authority shall issue a purchase order to the Provider prior to commencement of the Service.

3.2
All invoices payable in compliance with the requirements of clause C2 of the call-off terms and conditions, must include the appropriate purchase order number and shall be sent to the following address;

DWP

Shared Services

Purchase to Pay, 

3rd Floor, Companies House

Crown Way

Maindy

Cardiff

CF14 3UW
Shared Services Helpline: 0845 602 8244
3.3
Any additional information required independently of the invoice will be detailed in the Order Form at Call-off stage.
Disputed Claims
4.1
Notwithstanding paragraph 4.5 of this Appendix, payment by the Authority of all or any part of any invoice rendered or other claim for payment by the Provider shall not signify approval of such invoice/claim. The Authority reserves the right to verify invoices/claims after the date of payment and subsequently to recover any sums which have been overpaid.

4.2
If any part of a claim rendered by the Provider is disputed or subject to question by the Authority either before or after payment then the Authority may call for the Provider to provide such further documentary and oral evidence as it may reasonably require to verify its liability to pay the amount which is disputed or subject to question and the Provider shall promptly provide such evidence in a form satisfactory to the Authority.

4.3
If any part of a claim rendered by the Provider is disputed or subject to question by the Authority, the Authority shall not withhold payment of the remainder.

4.4
If any invoice rendered by the Provider is paid but any part of it is disputed or subject to question by the Authority and such part is subsequently agreed or determined not to have been properly payable then the Provider shall forthwith repay such part to the Authority.

4.5
The Authority shall be entitled to deduct from sums due to the Provider by way of set-off any amounts owed to it or which are in dispute or subject to question either in respect of the invoice for which payment is being made or any previous invoice.

5
Final Claims

5.1
Provided all previous claims have been paid, the authority shall have no further liability to make payment of any kind to the Provider once the final claims have been paid.

APPENDIX 3 – MONITORING REQUIREMENTS

This Appendix sets out the contract management requirements which are applicable to the delivery of the Services.  

1
Reviewing Contract Performance

1.1
The Provider shall work with the Authority to establish and maintain an effective and beneficial working relationship to ensure the Contract is delivered to at least the minimum required standard as specified in the Appendix (The Services).

1.2
The Provider shall work with the Authority to establish suitable administrative arrangements for the effective management and performance monitoring of the Contract and shall provide information as requested to monitor and evaluate the success of the Contract and the Provider’s management and delivery of it. 

1.3
The Provider shall supply information requested relevant to the delivery of the Services to the Authority, using formats and to timescales specified by the Authority in Appendix 1, annex D.

1.4
The Authority intends, wherever it can, to capture and collate information through its IT system(s). However, the Authority does reserve the right to make reasonable requests for information (at no additional charge) from the Provider including ad-hoc requests for information from time to time. 

1.5
Any additional requests for information shall be considered in consultation with the Provider as shall the process of defining the methods of collection. 

1.6
Where an ongoing, short-term or one-off requirement is agreed, both Parties agree that it shall be included, or deemed to be included within this Appendix.

1.7
Review meetings between the Authority and the Provider shall also cover, as appropriate, resolving disputes and/or dealing with contractual breaches in accordance with the terms and conditions of this Contract.  Roles and responsibilities will be documented and the personnel involved in managing the relationship identified and suitably empowered.

1.8
The Authority may undertake spot checks at any time to ensure that the Provider is complying with its obligations under this Contract and the Provider shall co-operate fully, at its own cost, with the Authority.

1.9
The Provider will be responsible for managing and reporting on any sub-contractual arrangements. Arrangements shall include mechanisms for the provision of management information, including feedback to and from customers, stakeholders, change control procedures and the prompt resolution of any problems. The Authority will agree with the Provider day-to-day relationship management, contact points, communication flows and escalation procedures.

1.10
The Provider will be expected to continuously improve the quality of the provision including that delivered by Sub-contractors. Where quality falls below acceptable levels the Provider will be expected to have suitable escalation procedures in place and, in respect of sub-contracted provision, take action where necessary to terminate the contract. 

2
Access

2.1
In all instances, the Provider shall co-operate and provide such reasonable assistance as may be necessary to facilitate such monitoring. Failure to provide such reasonable assistance shall be deemed a "Serious Breach" for the purposes of clause H2 (Termination on Default).

3
Sustainable Development 

3.1
The Authority will review the Provider’s Sustainable Development Policy Statement and Sustainable Development Plan submitted by the Provider in accordance with the Appendix (Sustainable Development Requirements) and then at least annually thereafter.

3.2
Sustainable Procurement Risk Assessment Methodology (SPRAM) is a tool used by the Authority to identify and mitigate any potential risks to sustainability in contracts. The process requires that each Contract be assessed for its potential social, economic and environmental risks, throughout the various stages of its lifetime. Where risks are identified, appropriate mitigation action is required to reduce or eliminate the risk to sustainability. The Authority may at times require input from the Provider in order to ensure that this process is given the required levels of consideration.

4
Diversity and Equality 

4.1
The Authority will review the Provider’s Diversity and Equality Delivery Plan and completed workforce monitoring data template when submitted in accordance with the Appendix (Diversity and Equality Requirements) and then annually thereafter. The Authority can request full policy/procedure documents at any time throughout the Contract.

5
Apprenticeships and Skills

5.1
The Authority will review the Provider’s Apprenticeships and Skills Report when submitted by the Provider in accordance with the Appendix (Apprenticeships and Skills Requirements) and then annually thereafter.

6
Security Requirements

6.1
The Authority will review the Provider’s Security Plan when submitted by the Provider in accordance with the Appendix (Security Requirements and Plan) and at least annually thereafter.

7
HMG Baseline Personnel Security Standards

7.1
The authority will review the Provider’s HMG Baseline Personnel Security Standards Declaration in accordance with HMG Baseline Personnel Security Standard – A Guide For DWP Contractors.
8
Health and Safety Responsibilities of the Authority Visiting Officers

8.1
The Authority representatives visit Providers and its Sub-contractors for a variety of reasons. In the course of their normal duties such representatives of the Authority shall adopt an ‘eyes and ears' approach to monitoring health and safety. In doing this the Authority representatives shall not be conducting a health and safety inspection, nor shall they be in a position to offer advice on whether something is safe or not. Instead they shall approach this from the position of any lay person. If, however, the Authority representative does notice something on which they require assurance or clarification, they shall raise this with the Provider or the Sub-contractor's representative at the location where they are visiting. In no event are the Authority representatives to be seen as offering professional advice on health and safety matters and as such, shall not be liable for any advice or comments or otherwise given to the Provider or its Sub-contractors or any omission to give such advice, comments or otherwise.

APPENDIX 4 – COMMERCIALLY SENSITIVE INFORMATION

1. The Authority acknowledges that the Provider has requested that the following information be treated as Commercially Sensitive Information;
a. Although no specific point has been listed as commercially sensitive the entire bid will be treated as such. The pricing and quality submissions from the supplier will be redacted during any transparency reporting. 
2
The Authority will consult with the Provider on any request for information, identified as Commercially Sensitive, under the FOIA.

3
The Authority reserves the right to disclose any Commercially Sensitive Information held within this Contract in response to a request under the FOIA as set out at clause E5 of this Contract.

4
The Authority will automatically publish all information provided by the Provider not identified in this Appendix as constituting Commercially Sensitive Information provided that it satisfies the requirements of the FOIA.

5
The Authority reserves the right to determine whether any information provided in this Appendix does constitute Commercially Sensitive Information prior to publication.

APPENDIX 5 – SECURITY REQUIREMENTS AND PLAN
A condition of any call off will be that the original Annex E Security Plan will need to be updated as necessary and resubmitted with a bid unless the decision has been taken in advance that a Generic Security Accreditation Document (GSAD) will be appropriate.  Information regarding GSADs will be made available if applicable to the call off contract.
DWP have a completed GSAD form for I.F.F dated 24/05/2017, see below: 

[Redacted]

DWP will work with suppliers to achieve compliance in this process during the call off phase.
1
Introduction

1.1
This appendix covers;

a)
Principles of security for the Provider ICT System, derived from the Security Policy, including without limitation principles of physical and information security;

b)
The creation of the Security Plan;

c)
Audit and testing of the Security Plan;

d)
Conformance to ISO/IEC: 27002 (Information Security Code of Practice) and ISO/IEC 27001 (Information Security Requirements Specification) (Standard Specification); and

e)
Breaches of Security.

2
Principles of Security

2.1
The Provider acknowledges that the Authority places great emphasis on confidentiality, integrity and availability of information and consequently on the security of the Premises and the security for the Provider System. The Provider also acknowledges the confidentiality of the Authority's Data.

2.2
The Provider shall be responsible for the security of the Provider System and shall at all times provide a level of security which;

a)
is in accordance with Good Industry Practice and Law;

b)
complies with the Security Policy;

c)
meets any specific security threats to the Provider System; and

d)
complies with ISO/IEC27002 and ISO/IEC27001 in accordance with paragraph 5 of this Appendix. 

2.3
Without limiting paragraph 2.2, the Provider shall at all times ensure that the level of security employed in the provision of the Services is appropriate to minimise the following risks: 

a)
loss of integrity of Authority Data;

b)
loss of confidentiality of Authority Data;

c)
unauthorised access to, use of, or interference with Authority Data by any person or organisation;

d)
unauthorised access to network elements and buildings;

e)
use of the Provider System or Services by any third party in order to gain unauthorised access to any computer resource or Authority Data; and

f)
loss of availability of Authority Data due to any failure or compromise of the Services.

3
Security Plan

Introduction

3.1
The Provider shall develop, implement and maintain a Security Plan to apply during the Contract Period, which will be approved by the Authority, tested, periodically updated and audited in accordance with this Appendix.

3.2
A draft Security Plan will be provided by the Provider as part of its bid for any call-off contract and will be set out in the Order Form.

Development

3.3
Within twenty (20) Working Days after the Commencement Date of the Call-Off Contract and in accordance with paragraphs 3.10 to 3.12 (Amendment and Revision), the Provider will prepare and deliver to the Authority for approval the full and final Security Plan.

3.4
If the Security Plan is approved by the Authority it will be adopted immediately. If the Security Plan is not approved by the Authority the Provider shall amend it within ten (10) Working Days of a notice of non-approval from the Authority and re-submit to the Authority for approval. The Parties will use all reasonable endeavours to ensure that the approval process takes as little time as possible and in any event no longer than fifteen (15) Working Days (or such other period as the Parties may agree in writing) from the date of its first submission to the Authority. If the Authority does not approve the Security Plan following its resubmission, the matter will be resolved in accordance with clause I2 Dispute Resolution. No approval to be given by the Authority pursuant to this paragraph 3.4 of this appendix may be unreasonably withheld or delayed. However any failure to approve the Security Plan on the grounds that it does not comply with the requirements set out in paragraphs 3.1 to 3.9 shall be deemed to be reasonable.

Content

3.5
The Security Plan will set out the security measures to be implemented and maintained by the Provider in relation to all aspects of the Services and all processes associated with the delivery of the Services and shall at all times comply with and specify security measures and procedures which are sufficient to ensure that the Services comply with:

a)
the provisions of this contract; this appendix (including the principles set out in paragraph 2);

b)
the provisions of the Appendix (The Services) relating to security;

c)
ISO/IEC27002 and ISO/IEC27001;

d)
the data protection compliance guidance produced by the Authority.

3.6
The references to standards, guidance and policies set out in paragraph 3.5 shall be deemed to be references to such items as developed and updated and to any successor to or replacement for such standards, guidance and policies, from time to time.

3.7
In the event of any inconsistency in the provisions of the above standards, guidance and policies, the Provider should notify the Authority's Representative of such inconsistency immediately upon becoming aware of the same, and the Authority's Representative shall, as soon as practicable, advise the Provider which provision the Provider shall be required to comply with.

3.8
The Security Plan will be structured in accordance with ISO/IEC27002 and ISO/IEC27001. 

3.9
Where the Security Plan references any document which is not in the possession of the Authority, a copy of the document will be made available to the Authority upon request. The Security Plan shall be written in plain English in language which is readily comprehensible to the staff of the Provider and the Authority engaged in the Services and shall not reference any other documents which are not either in the possession of the Authority or otherwise specified in this appendix.

Amendment and Revision
3.10
The Security Plan will be fully reviewed and updated by the Provider annually, or from time to time to reflect:

a)
emerging changes in Good Industry Practice;

b)
any change or proposed change to the Provider ICT System, the Services and/or associated processes; and

c)
any new perceived or changed threats to the Provider ICT System;

d)
a reasonable request by the Authority.

3.11
The Provider will provide the Authority with the results of such reviews as soon as reasonably practicable after their completion and amend the Security Plan at no additional cost to the Authority.

3.12
Any change or amendment which the Provider proposes to make to the Security Plan as a result of an Authority request or change to the Appendix (The Services) or otherwise shall be subject to the change control procedure and shall not be implemented until approved in writing by the Authority.

4
Audit and Testing
4.1
The Provider shall conduct tests of the processes and countermeasures contained in the Security Plan ("Security Tests") on an annual basis or as otherwise agreed by the Parties. The date, timing, content and conduct of such Security Tests shall be agreed in advance with the Authority.

4.2
The Authority shall be entitled to send a representative to witness the conduct of the Security Tests. The Provider shall provide the Authority with the results of such tests (in a form approved by the Authority in advance) as soon as practicable after completion of each Security Test.

4.3
Without prejudice to any other right of audit or access granted to the Authority pursuant to this Contract, the Authority shall be entitled at any time and without giving notice to the Provider to carry out such tests (including penetration tests) as it may deem necessary in relation to the Security Plan and the Provider's compliance with and implementation of the Security Plan. The Authority may notify the Provider of the results of such tests after completion of each such test. Security Tests shall be designed and implemented so as to minimise the impact on the delivery Services. If such tests impact adversely on its ability to deliver the Services to the agreed Service Levels, the Provider shall be granted relief against any resultant under-performance for the period of the tests.

4.4
Where any Security Test carried out pursuant to paragraphs 4.2 or 4.3 above reveals any actual or potential security failure or weaknesses, the Provider shall promptly notify the Authority of any changes to the Security Plan (and the implementation thereof) which the Provider proposes to make in order to correct such failure or weakness. Subject to the Authority's approval in accordance with paragraph 3.12, the Provider shall implement such changes to the Security Plan in accordance with the timetable agreed with the Authority or, otherwise, as soon as reasonably possible. For the avoidance of doubt, where the change to the Security Plan to address a non-compliance with the Security Policy or security requirements, the change to the Security Plan shall be at no additional cost to the Authority. For the purposes of this paragraph 4, a weakness means a vulnerability in security and a potential security failure means a possible breach of the Security Plan or security requirements.

5
Compliance With ISO/IEC 27001

5.1
The Provider shall carry out such regular security audits as may be required by the British Standards Institute in order to maintain delivery of the Services in compliance with security aspects of ISO 27001 and shall promptly provide to the Authority any associated security audit reports and shall otherwise notify the Authority of the results of such security audits.

5.2
If it is the Authority's reasonable opinion that compliance with the principles and practices of ISO 27001 is not being achieved by the Provider, then the Authority shall notify the Provider of the same and give the Provider a reasonable time (having regard to the extent of any non-compliance and any other relevant circumstances) to become compliant with the principles and practices of ISO 27001. If the Provider does not become compliant within the required time then the Authority has the right to obtain an independent audit against these standards in whole or in part.

5.3
If, as a result of any such independent audit as described in paragraph 5.4 the Provider is found to be non-compliant with the principles and practices of ISO 27001 then the Provider shall, at its own expense, undertake those actions required in order to achieve the necessary compliance and shall reimburse in full the costs incurred by the Authority in obtaining such audit.

6
Breach of Security
6.1
Either party shall notify the other immediately upon becoming aware of any Breach of Security including, but not limited to an actual, potential or attempted breach, or threat to, the Security Plan.

6.2
Upon becoming aware of any of the circumstances referred to in paragraph 6.1, the Provider shall;

a)
immediately take all reasonable steps necessary to;

i)
remedy such breach or protect the Provider ICT System against any such potential or attempted breach or threat; and

ii)
prevent an equivalent breach in the future.

Such steps shall include any action or changes reasonably required by the Authority. In the event that such action is taken in response to a breach that is determined by the Authority acting reasonably not to be covered by the obligations of the Provider under this Contract, then the Provider shall be entitled to refer the matter to the change control procedure in clause F3 (Variation).


b)
as soon as reasonably practicable provide to the Authority full 


details (using such reporting mechanism as may be specified by the 

Authority from time to time) of such actual, potential or attempted 


breach and of the steps taken in respect thereof.

Annex A – Security Policy for Providers

1. The Department for Work and Pensions treats its information as a valuable asset and considers that it is essential that information must be protected, together with the systems, equipment and processes which support its use. These information assets may include data, text, drawings, diagrams, images or sounds in electronic, magnetic, optical or tangible media, together with any Personal Data for which the Department for Work and Pensions is the Data Controller.

2. In order to protect Departmental information appropriately, our Providers must provide the security measures and safeguards appropriate to the nature and use of the information. All Providers of services to the Department for Work and Pensions must comply, and be able to demonstrate compliance, with the Department’s relevant policies and standards. 

3. The Chief Executive or other suitable senior official of each Provider must agree in writing to comply with these policies and standards. Each Provider must also appoint a named officer who will act as a first point of contact with the Department for security issues. In addition all staff working for the Provider and where relevant Sub-contractors, with access to Departmental IT Systems, Services or Departmental information must be made aware of these requirements and must comply with them. 

4. All Providers must comply with the relevant Standards from the DWP Information Systems Security Standards. The Standards are based on and follow the same format as International Standard 27001, but with specific reference to the Department’s use. 

5. The following are key requirements and all Providers must comply with relevant DWP policies concerning:

6. Personnel Security

6.1 Staff recruitment in accordance with government requirements for pre-employment checks; 

6.2 Staff training and awareness of Departmental security and any specific contract requirements.

7. Secure Information Handling and Transfers

7.1 Physical and electronic handling, processing and transferring of DWP Data, including secure access to systems and the use of encryption where appropriate. 

8. Portable Media

8.1 The use of encrypted laptops and encrypted storage devices and other removable media when handling Departmental information. 
9. Offshoring

9.1 The Department’s Data must not be processed outside the United Kingdom without the prior written consent of DWP and must at all times comply with the Data Protection Act 1998.


10. Premises Security

10.1 Security of premises and control of access.

11. Security Incidents

11.1 Includes identification, managing and agreed reporting procedures for actual or suspected security breaches.

11.2 All Providers must implement appropriate arrangements which ensure that the Department’s information and any other Departmental assets are protected in accordance with prevailing statutory and central government requirements. These arrangements will clearly vary according to the size of the organisation.

11.3 It is the Provider’s responsibility to monitor compliance of any Sub-contractors and provide assurance to DWP. 

11.4 Failure to comply with any of these Policies or Standards could result in termination of current contract. 
12. Security requirements specific to this requirement can be found within Annex A (Appendix B – Statement of requirements), for ease of access they have also been displayed below:
12.1 Suppliers must adhere to all the appropriate security procedures and will have an up to date DWP Generic Security Accreditation Document (GSAD) as required by departmental security protocols. This will be sought by the Project Manager in consultation with the Supplier. 

12.2 Interviewers must be CRB/DBS checked.

12.3 Suppliers must ensure all security requirements meet departmental standards at all stages of the research process. 

12.4 All fieldwork must be gathered, transported and stored securely. All interviews must be recorded in 256-bit encrypted digital recorders. Any transfers to and from the contractor (for example, to a subcontracted transcription services provider) or collaborator (for example, a lead research organisation on other key evaluation projects) must also meet DWP standard, using PGP encryption software or equivalent. 

12.5 Data must be held, processed and transported only within the United Kingdom. 

12.6 There are no further security requirements over and above that already specified by the terms and conditions of the DWP Social and Economic Research Framework Intellectual Property Rights.
APPENDIX 6 – SUSTAINABLE DEVELOPMENT REQUIREMENTS

This appendix sets out the Sustainable Development requirements which are applicable to the provision of the Services.

1.
General

1.1
The Provider acknowledges that the Authority must at all times be seen to be actively promoting Sustainable Development.

1.2
In delivering the Services, the Provider shall and shall procure that its Sub-contractors assist and cooperate with the Authority, by fully complying with the requirements of this Appendix.

2.
Compliance

2.1
The Provider shall produce a Sustainable Development Policy Statement and Sustainable Development Plan in accordance with paragraphs 2.2 and 2.3 of this Appendix, within six (6) Months of the Commencement Date and annually thereafter. The Sustainable Development Policy Statement and Sustainable Development Plan must be specific to the Contract and include all Sub-contractors involved in delivery of the Contract. The Provider must obtain the required information from Sub-contractors and then collate and submit as stated above.

2.2
In delivering the Services, the Provider shall prepare a Sustainable Development Policy Statement giving, for each organisation involved in delivery of the contract:

a)
full assurance of waste disposal by a registered waste collector in accordance with current government regulations; and

b)
full assurance of the observation of Waste Electrical and Electronic Equipment (WEEE) regulations. 

2.3
In delivering the Services, the Provider shall prepare a Sustainable Development Plan which as a minimum, detail how each organisation involved in delivery of the contract will:

a)
minimise waste produced and promote recycling;

b)
minimise energy consumption; 

c)
minimise use of transport and promote use of public transport where transport is unavoidable.

Also required for each organisation are:

d)
baseline assessment of current position in terms of waste minimisation, recycling and energy consumption (energy consumption only required if current energy usage is available to organisations);

e)
annual estimates of the progress of Sustainable Development actions;

f)
details of how Staff awareness of sustainability will be increased in line with the Sustainable Development Plan.

APPENDIX 7 – DIVERSITY AND EQUALITY REQUIREMENTS

1.
General

1.1
The Provider acknowledges that the Authority has a ‘duty to promote’ equality and must at all times be seen to be actively promoting equality of opportunity for, and good relations between, all persons, irrespective of their race, gender, gender reassignment, disability, age, sexual orientation or religion/belief or in terms of pregnancy and maternity or marriage and civil partnership. The Provider must ensure that each of its Sub-contractors involved in delivery of the contract are aware of, and acknowledge, that the Authority has a ‘duty to promote’ equality.

1.2
In delivering the Services, the Provider shall, and shall procure that its Sub-contractors, assist and cooperate with the Authority in satisfying equality duties by fully complying with the requirements of this Appendix.

.

2.
Compliance

2.1
The Provider acknowledges the provisions of the equality legislation set out in clause D2 (Discrimination).

2.2
The Provider shall produce a Diversity and Equality Delivery Plan in accordance with paragraph 2.5 (and sub paragraphs) and paragraph 2.6 (and sub paragraphs) of this Appendix, within six (6) Months of the Commencement Date, and annually thereafter. The Diversity and Equality Delivery Plan must be specific to the Contract and include details for all Sub-contractors involved in delivery of the Contract. 

2.3
The Provider will provide workforce monitoring data in accordance with paragraph 3 (and sub paragraphs) of this Appendix, within six (6) Months of the Commencement Date and annually thereafter. 

2.4
The Authority will consider and agree the submissions made by the Provider when complying with paragraph 2 (and sub paragraphs of paragraph 2) and paragraph 3 (and sub paragraphs of paragraph 3) of this Appendix. Any issues will be raised with the Provider by the Contract Manager acting on behalf of the Authority. If an issue relates to a Sub-contractor, the Provider must raise and resolve the issue with the Sub-contractor. Once submissions are agreed by the Authority the Provider will formally review, revise and resubmit all information required in paragraph 2.2 and paragraph 2.3 on an annual basis. Diversity and equality aspects will also be discussed jointly by the Authority and the Provider as an ongoing item at the Contract review meetings. 

2.5
In delivering the Services, the Provider shall prepare the Diversity and Equality Delivery Plan which as a minimum includes:

a)
an overview of Provider and any Sub-contractor’s policy/policies and procedures for preventing unlawful discrimination and promoting equality of opportunity in respect of:

i) Race

ii) Gender

iii)
Gender reassignment

iv)
Disability

v)
Age

vi)
Sexual orientation

vii)
Religion/Belief

viii)
Pregnancy and Maternity

ix)
Marriage and Civil Partnerships;

b)
An overview of Provider and any Sub-contractor’s policy/policies and procedures covering:

i)
Harassment

ii)
Bullying

iii)
Victimisation

iv)
Recruitment procedures

v)
Staff training and development

Full policy documents must be made available to the Authority on request;

c)
Details of the way in which the above policy/policies and procedures are, or will be (and by when), communicated to the Staff;

d)
Details of what general diversity and equality related training has been, or will be delivered (and by when), to Staff;

e)
Details of what structure is already in place, or will be in place (and by when) and what resources are, or will be (and by when), directed towards diversity and equality within the Provider and any Sub-contractor’s organisation; and

f)
Details of any diversity and equality cases and tribunals (including volumes and outcomes) relating to the Provider and any Sub-contractors.

2.6
In delivering the Services, the Provider shall provide evidence, as required below, within the Diversity and Equality Delivery Plan as detailed at paragraph 2.2 of this Appendix:

a)
Where a Provider is delivering Services to customers on behalf of the Authority or Services to the Authority’s staff, the Provider must provide written evidence that:

i)
Equality Analysis have been carried out in conjunction with the Authority prior to the Services being delivered and will be carried out in the event of any changes to the Services, in accordance with equality legislation;

ii)
reasonable adjustments are made, as required by equality legislation to make those Services accessible to disabled people and that in the case of Information Technology services, those services are in accordance with the Authority’s standards; 

iii)
all Staff have had appropriate training so that they understand the duties required by equality legislation, and where Services are being delivered on behalf of the Authority, the Provider shall provide evidence that Staff understand the duties not to discriminate and to promote equality, in accordance with equality legislation.

2.7 
The Authority may request further information and assurance relating to diversity and equality at any point during the duration of the Contract.

3.
Monitoring and Reporting

3.1
The Provider shall provide workforce monitoring data as detailed in paragraph 3.2 of this Appendix. A template for data collected in paragraphs 3.2, 3.3 and 3.4 will be provided by the Authority. Completed templates for the Provider and each Sub-contractor will be submitted by the Provider with the Diversity and Equality Delivery Plan within six (6) Months of the Commencement Date and annually thereafter. Providers are required to provide workforce monitoring data for the workforce involved in delivery of the Contract. Data relating to the wider Provider workforce and wider Sub-contractors workforce would however be well received by the Authority.  Providers and any Sub-contractors are required to submit percentage figures only in response to paragraphs 3.2(a), 3.2(b) and 3.2(c).

3.2
The Provider and Sub-contractors will each provide separate information detailing:

a)
the proportion of employees who are:

i)
female; and/or

ii)
disabled

iii) those who prefer not to state gender and/or disability

b) the proportion of Staff who in terms of ethnicity are:

White

i)
white British;

ii)
white Irish;

iii)
of any other white background
Mixed
iv)
white and black Caribbean;

v)
white and black African;

vi)
white and Asian;

vii)
of any other mixed background
Asian or Asian British
viii)
Indian;

ix)
Pakistani;

x)
Bangladeshi;

xi)
of any other Asian background

Black or Black British
xii)
Caribbean;

xiii)
African;

xiv)
of any other Black background
Chinese or other ethnic group

xv)
Chinese;

xvi)
of any other ethnic group

Prefer not to state
xvii) Prefer not to state ethnicity

For the avoidance of doubt, the seventeen (17) percentage figures submitted under categories i) to xvii) of this paragraph 3.2(b) (in each template in respect of the Provider’s employees and each Sub-contractors employees) should total one hundred percent (100%).

c)
The Provider will provide details of the proportion of its Sub-contractors that are:

i)
small to medium sized enterprises (meaning enterprises with less than two hundred and fifty (250) employees and a maximum annual turnover of forty (40) million pounds);

ii)
ethnic minority enterprises (in each case meaning an enterprise fifty one percent (51%) or more of which is owned by members of one (1) or more ethnic minority groups, or, if there are few owners, where at least fifty percent (50%) of the owners are members of one (1) or more ethnic minority groups). For this purpose, ethnic minority groups means ethnic groups other than White as referred to at paragraph 3.2(b) of this Appendix: and

iii)
black ethnic minority enterprises (in each case meaning an enterprise fifty one percent (51%) or more of which is owned by members of the Black or Black British ethnic group, or, if there are few owners, where at least fifty percent (50%) of the owners are members of the Black or Black British ethnic group). For this purpose, the Black or Black British ethnic group has the meaning referred to at categories xii) to xiv) in paragraph 3.2(b) of this Appendix.

For the avoidance of doubt, any given Sub-contractor may fall into one (1), two (2) or all of the categories i) to iii) listed in paragraph 3.2(c) of this Appendix, depending on its composition.

3.3
The Provider and any Sub-contractors will compare their figures, in all categories listed in paragraphs 3.2(a), 3.2(b) and 3.2(c) of this Appendix, and provide (where possible) comparisons against any official national/regional statistics that are publicly available. 

3.4
The Provider and any Sub-contractors will provide evidence of activities undertaken, or planned, in order to try and improve their current position in the categories detailed in paragraphs 3.2(a), 3.2(b) and 3.2(c) of this Appendix.

3.5
The Provider shall, and shall procure that its Sub-contractors will ensure at all times that they comply with the requirements of the DPA in the collection and reporting of the information to the Authority.

APPENDIX 8 – WELSH LANGUAGE SCHEME

This Appendix sets out the Provider's obligations which are applicable to the provision of the Services in Wales. 

1
General

1.1
The Provider acknowledges that in relation to the operation of its Services which are delivered in Wales, the Authority must at all times be seen to be actively promoting the equality of the English and Welsh languages, in accordance with the Welsh Language Act 1993. 

1.2
In the performance of the Contract, the Provider shall ensure that it cooperates with the Authority wherever possible in satisfying this duty, by fully complying with the requirements of this Appendix. 

2
The Department for Work and Pensions Welsh Language Scheme

2.1
The DWP Welsh Language Scheme can be found at:

http://www.dwp.gov.uk/publications/corporate-publications/welsh-language-scheme/
2.2
The Provider shall, in the delivery of the Services, ensure that it complies with the Department for Work and Pensions Welsh Language Scheme and such instructions as the Authority may issue from time to time in respect of promoting the equality of the English and Welsh languages.

3
Delivery of Services Through the Medium of Welsh

3.1
The Provider undertakes that those who have dealings with them are able to do so in English or Welsh. 

3.2
The Provider will ensure that:

a)
Those who want, or are required, to correspond with the Provider will be able to do so in English or Welsh;

b)
Those who are known to prefer corresponding through the medium of Welsh will have correspondence initiated in Welsh;

c)
Any correspondence received in Welsh will be answered in Welsh within the same timescales and standards as those written in English;

d)
Staff who are in Wales will greet any telephone callers in English and Welsh until the caller's preferred language can be ascertained;

e)
Any answer phones in the Provider's offices in Wales will have a pre-recorded bilingual message;

f)
All people who participate in the Services are able to contribute through the medium of English or Welsh;

g)
All material published and printed in Wales shall be available in English and Welsh. The standard of bilingual or Welsh material shall be of equal quality to those produced solely in English;

h)
All forms and explanatory material be available in both English and Welsh; and

i)
Any complaints or grievance procedure should be provided in both English and Welsh.

APPENDIX 9 – APPRENTICESHIPS AND SKILLS REQUIREMENTS

This Appendix sets out the Apprenticeships and Skills Requirements which are applicable to the provision of the Contract.

1.
General

1.1
Government is committed to addressing skills issues and promoting training opportunities through procurement, to maximise the potential for improvements provided by its considerable spend.

1.2
In order to support and drive economic growth, the Government announced that it has prioritised the key policy agendas to be promoted through public procurement. Supporting apprenticeships, skills and the fight against youth unemployment is one of these ‘Policy through Procurement’ priorities on which Departments must now focus.

1.3
The Provider acknowledges that the Authority is required to support the above apprenticeships and skills aims and targets.

1.4
In delivering the Services, the Provider shall, and shall procure that its Sub-contractors assist and cooperate with the Authority by fully complying with the requirements of this Appendix.

2.
Compliance

2.1
The Provider shall and shall procure that its Sub-contractors take all reasonable steps to employ apprentices, and report to the Authority the numbers of apprentices employed and wider skills training provided, during delivery of the Services.

2.2
The Provider shall and shall procure that its Sub-contractors shall take all reasonable steps to ensure that five percent (5%) of their employees are on a formal apprenticeship programme. This can include administration and support staff.

2.3
The Provider shall and shall procure that its Sub-contractors make available to employees information about the Government’s Apprenticeship Programme and wider skills opportunities.

2.4
The Provider shall and shall procure that its Sub-contractors provide any appropriate further skills training opportunities for employees involved in delivery of the Contract.

2.5
The Provider will produce an Apprenticeships and Skills Report in accordance with paragraph 3 (and sub-paragraphs) of this Appendix.

3.
Monitoring and reporting

3.1
The Provider shall provide an Apprenticeships and Skills Report within six (6) Months of the Commencement Date and annually thereafter. The Apprenticeships and Skills Report must be specific to the Contract and include details for all Sub-contractors involved in delivery of the Contract. The Provider must obtain the required information from Sub-contractors and collate and submit an Apprenticeships and Skills Report that relates specifically to the Contract.

The Apprenticeships and Skills Report will include:

a)
the number of Staff during the reporting period involved in delivery of the Contract, including administration and support staff;

b)
the number of existing apprentices involved in the delivery of the Contract; 

c)
the number of new starts on apprenticeships initiated as a result of delivery of the Contract;

d)
if applicable, a robust explanation as to why it is not possible to meet the five percent (5%) target. (It may be that use of apprentices is not possible or appropriate in delivery of the Services); 

e)
action being taken to improve the take up of apprenticeships. These could include issuing leaflets on apprenticeships to eligible existing staff, advertising apprenticeship vacancies with local Jobcentre Plus, schools and colleges, offering apprenticeships in administration/support roles or seeking advice from the National Apprenticeship Service; and

f)
other training/skills development being undertaken by staff involved in delivery of the Contract including:

i)
Work experience placements for 14 to 16 year olds

ii)
Work experience/work trial placements for other ages

iii)
Student sandwich/gap year placements

iv)
Graduate placements

v)
Vocational training

vi) Basic skills training

vii)
On site training provision/facilities. 

3.2
The Provider shall, and shall procure that its Sub-contractors will ensure at all times that they comply with the requirements of the DPA in the collection and reporting of the information to the Authority.
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1. [bookmark: _Toc368573027][bookmark: _Toc478643866]PURPOSE

[bookmark: _Toc296415791]The purpose of this research is to support the Department for Work and Pensions (DWP) in gaining an in-depth understanding of the characteristics of claimants in the Employment Support Allowance (ESA) Support Group; developing a detailed picture of their daily lives and identifying their employment and health support needs. The evidence collected will complement existing data analysis and management information (MI) and inform future policy making.  

The research will explore claimant’s employment history, current situation (including wider support and other service use) and help the department to identify the type, intensity and source of support needed to help move this group closer to the labour market (if appropriate). This research also gives the department an opportunity to understand the impact of other benefit receipt (e.g. Personal Independence Payment (PIP)) on improving people’s wellbeing/ ability to manage their condition, as a large proportion of those that are in the Support Group are also PIP claimants.

The successful contractor will work with DWP to design and deliver qualitative, face-to-face interviews with ESA support group claimants, followed by a quantitative survey of claimants.

[bookmark: _Toc368573028][bookmark: _Toc478643867][bookmark: _Toc297554773][bookmark: _Toc296415805][bookmark: _Toc296415793]BACKGROUND TO THE CONTRACTING aUTHORITY

The Department for Work and Pensions is responsible for welfare, pensions and the child maintenance policy. As the UK’s largest public service department, it administers a range of working age, disability and ill health benefits to over 22 million claimants and customers. 

The ESA Analysis Research Team will be responsible for the day to day management of the research.

[bookmark: _Toc368573029][bookmark: _Toc478643868]Background to requirement/OVERVIEW of requirement

[bookmark: _Toc297554774]Employment and Support Allowance (ESA) was introduced in October 2008 and replaced previous incapacity benefits (Incapacity Benefit, Severe Disablement Allowance, and Income Support where it was paid on the grounds of incapacity/disability). It is an out of work income replacement payment to reflect the impact of ill-health and disability on capacity to work. It comes in both means tested and contributory forms.

Claimants can apply from day one of their condition – eligibility criteria:

Individuals between 16 and State Pension age;

Unemployed, or in work of less than 16 hours per week; 

In receipt of a fit note; and

Whose illness or disability affects their ability to work 

There are two forms of ESA – income-related ESA (ESA IR) and contributory ESA (ESA C).  Claimants on both types of ESA are in scope for this research.

Whilst the ESA claim is being assessed claimants are required to undergo a Work Capability Assessment (WCA), by a healthcare professional (HCP) which considers an individual’s capability to undertake work or work-related activity.

The WCA results in one of three possible recommendations:

Limited capability for work (Work-Related Activity Group, WRAG) with regular interviews with Jobcentre plus Advisers

Limited capability for work-related activity (Support Group, SG) with no Jobcentre Plus Adviser interviews

Fit for work (not entitled to ESA, claim Job Seekers Allowance (JSA)) 

This research will focus on claimants who have been placed into the support group but may include a small number who have moved from the support group into WRAG or into employment.

Terminally ill claimants and hospital in-patients automatically qualify for the Support Group, these claimants will be excluded from the research.

Anyone who is preparing for, receiving or recovering from chemotherapy or radiotherapy that will significantly limit their ability to work will also be placed in the Support Group and excluded from the research.

Personal Independence Payment (PIP) replaced Disability Living Allowance (DLA) for 16-64 year olds in 2013.

1.3m people claim both ESA and DLA/PIP as of May 2015.  We would expect the sample for this research to include both claimants claiming ESA only and those claiming both PIP/DLA and ESA.

Universal Credit (UC) supports people who are on a low income or out of work, and helps ensure that they are better off in work than on benefits. Universal Credit replaces:

Income-based Jobseeker’s Allowance

Income-related Employment and Support Allowance

Income Support

Working Tax Credit

Child Tax Credit

Housing Benefit

Universal Credit is being introduced in stages



For those with a disability or health condition, Universal Credit will provide a simple system of financial and work support.

Those unable to work will get tailored support to help reach their goals as Universal Credit helps to ensure that people are better off in a job than on benefits. As earnings increase, Universal Credit will reduce gradually so people won’t lose all their benefits at once if on a low income.  Those who can’t work will still get the support they need.

Our sample will need to include both claimants on ESA and those on UC with a disability or health condition, as far as is possible.

[bookmark: _Toc474751362][bookmark: _Toc474751716][bookmark: _Toc474751943][bookmark: _Toc478643869]DEFINITONS

		Expression or Acronym

		Definition



		CCS eSourcing Suite

		means Crown Commercial Services eSourcing Suite



		DLA

		means Disability Living Allowance



		DWP

		means Department for Work and Pensions



		DWP SSCL

		means Department for Work and Pensions Shared Services Commercial Team



		CRB

		means Criminal Records Bureau



		ESA

		means Employment Support Allowance



		ESA C

		means  Contributory Employment Support Allowance



		ESA IR

		means Income Related Employment Support Allowance



		WHO-5

		means World Health Organisation Five Wellbeing Index



		GAD-7

		means Generalised Anxiety Disorder 7 item



		GSAD

		means DWP Generic Security Accreditation Document



		IPR

		means  Intellectual Property Rights



		JCP

		means JobCentre Plus



		JSA

		means Job Seekers Allowance



		MI

		means Management Information



		PGP

		means Pretty Good Privacy



		PIP

		means Personal Independence Payment



		SG

		means Support Group



		UC

		means Universal Credit



		WRAG

		means Work Related Activity Group 



		WCA

		means Work Capability Assessment







[bookmark: _Toc368573030][bookmark: _Toc478643870]scope of requirement 

DWP seeks proposals from suitably qualified and experienced organisations to undertake research at pace examining a sample of claimants in the Employment and Support Allowance Support Group, and the equivalent group in Universal Credit. Proposals should clearly demonstrate prior experience of working with vulnerable groups, if necessary organisations may form a consortium to ensure they have expertise of conducting research with disabled people and those with long-term health conditions. We are particularly interested in the use of peer interviewers and suppliers with previous experience of conducting these.

DWP is committed to protecting those with the most needs, but want to test how we might offer a more personalised approach to employment support, where appropriate, which reflects the wide variety of conditions and needs within this group and is in keeping with Universal Credit principles. 

The commissioned research is essential in helping DWP better understand the Support Group from a claimant perspective. This evidence will be used to inform possible trialling in this area as well as help the Department to understand claimant behaviours and motivations.

The Supplier needs to bear in mind participants are likely to have additional complex accessibility needs, including communication and learning difficulties. Suppliers must ensure they are able to offer accessible materials to participants where required.

The Supplier must also consider the use of proxy interviews in some cases where required and ideally have experience of carrying out proxy interviews. 

This research will comprise of qualitative face-to-face interviews, though some telephone interviews will be required if claimants request this method, plus a quantitative survey which is likely to be via telephone, though other methods should also be considered as alternatives for some claimants.  The successful Supplier must ensure they are familiar with these methods.

The Supplier must adhere to all DWP security guidelines. This is mandatory and will involve working with the Project Manager to ensure security procedures are in compliance with Departmental standards. During the inception meeting the DWP will provide access to all internal security guidelines and provide advice to the contracted supplier. 

The Supplier must provide detailed plans for how they will ensure participant data will be securely received, stored and destroyed. A DWP Generic Security Assurance Document must be completed, when a supplier is appointed, to provide assurances that data security procedures meet DWP standards.

[bookmark: _Toc368573031][bookmark: _Toc478643871]The requirement

We anticipate the following outputs: 

A full research proposal to be developed by the Potential Supplier and approved by the Department prior to issuing the contract;

A brief literature review/ summary of existing evidence in the area of disability employment support to inform the design of research instruments and form an introductory chapter in the final report.

A main report on both the qualitative and quantitative findings from the research, for publication, adhering to Departmental guidance.

A summary report of the findings and recommendations from the research, for publication; 

A one page summary of the research for the DWP website; 

An interim short report/ slide pack following the initial stage of qualitative research.

Two interim presentations of the qualitative findings to DWP colleagues, stakeholders and potentially Ministers; 

Two final presentations summarising both the qualitative and quantitative findings to DWP colleagues, stakeholders and potentially Ministers; 

Regular updates on the progress of the research, including fortnightly update meetings; and 

Short feedback reports produced monthly on the progress of the research. 

Attendance and updates at quarterly steering group meetings in Sheffield.

Draft versions of all reports must be provided by the Supplier for quality assurance with all relevant stakeholders. Comments must be considered and used to inform the final versions. Products must be produced in a format consistent with the DWP Style Guide. The Supplier should be aware that they may be required to produce multiple draft copies before a final version is accepted.

Ethics

It is essential that the research allows all claimants to participate fully. In some cases this may require interviewing by proxy. Research instruments should be designed to be accessible if required. Researchers should be experienced in conducting interviews with disabled people who have a range of impairments, including those who have mental health conditions, learning and or mobility difficulties.

It is the responsibility of the Supplier to ensure the research is conducted ethically. The Supplier will be expected to assess whether ethical approval is necessary. Where ethical approval is required, it will be the responsibility of the Supplier to seek and gain ethical approval before the research commences.

All participants must give their consent prior to taking part in the research. This consent must be informed, specific and freely given. Ideally, this should be written consent, but where this is not possible, explicit verbal consent needs to be obtained and recorded by the interviewer.

We invite views from prospective suppliers on the appropriate use of incentives for the qualitative element of the research.  Any proposed incentives should be fully costed within the bid.

The proposed geographical coverage for this work is England, Scotland and Wales and both the qualitative and quantitative should cover all three countries.  The Supplier should be aware that the Department has signed up to the Welsh Language Scheme. Where it conducts public business in Wales, it treats the English and Welsh languages equally. The Supplier must be aware of the provisions of the Welsh Language Scheme and the implications of conducting research in Wales. 

 In practice, this means the Supplier must ensure;

Invitation letters to Welsh participants are issued in both English and Welsh; 

Interview / survey materials for Welsh participants are made available in Welsh, where requested; 

Face to face interviews are conducted in Welsh, where requested; 

Any telephone or postal queries from Welsh participants are answered in Welsh, where requested. 

The Supplier must confirm their ability to meet the above provisions at all stages of the research process. 

Proposed Methodology: 

6.4.1. The methodology proposed below may change prior to commencement of the project. We actively encourage the Supplier to share alternative suggestions regarding the proposed methodology.

Design

The research will consist of:

Phase one – We expect suppliers to undertake a literature review of existing evidence which will form a chapter of the final report at the end of the project.  This review will inform the development of research instruments for both the qualitative and quantitative elements of the research.

This will be followed by qualitative research with ESA Support Group claimants into their wellbeing, support needs and capabilities/barriers to work. We suggest this comprises of 1 to 1.5 hour interviews in the homes of claimants with a cross sectional sample including people from different geographical areas, age groups, of ethnicity, gender, condition types, and claim lengths. We wish to include a small number of claimants with disabilities and health conditions on Universal Credit; those who have moved from the support group into employment or onto ESA WRAG, where possible. We are open to suggestions for a mixed mode approach.

Expected coverage will be Scotland, England and Wales and interviews should occur in all 3 locations, although for the qualitative element we would expect clusters of interviews to occur, (so for example, 1x Scotland; 1x Wales and 3 x England.) 

We suggest a sample of 50 achieved interviews on the basis that 50 interviews should be sufficient to reach ‘saturation point’ whereby no widely new or different themes emerge from the findings beyond this point. However, recognising the heterogeneous nature of the people in the Support Group we suggest that this number could be reviewed as we approach 50 interviews and if significantly new or different findings are still emerging we should increase to a maximum of 70 achieved interviews in total for this Phase.

DWP wishes to explore the feasibility of using some peer interviewers for this phase of the research in particular. Suppliers should detail previous experience in this area and proposals for building this method into the timetable.

We also invite suppliers to consider the use of incentives for the qualitative element of the research.  We would anticipate a ceiling of £25 per participant (in either vouchers or cash) and for any proposed incentives to be fully detailed in costings.

We may wish to consider holding a small number of ‘sense checking’ focus groups with claimants following the qualitative phase to further explore emerging findings. These should also be fully costed in proposals.

We anticipate the fieldwork will be carried out between June and October 2017.

We wish to insert a break clause after the completion of the qualitative interview phase whilst we review our requirements for the next phase of the research. A final decision on whether the DWP wish to enter into Phase Two of the project will be made within four weeks of Phase one ending. 

Phase two – quantitative survey of ESA Support Group claimants. We propose:

A maximum sample of 2,000 achieved interviews across England, Scotland and Wales. A maximum sample of 2,000 achieved interviews allows for some subgroup analysis on existing known influencing factors highlighted in the recent Green Paper; industrialised/ non-industrialised areas, housing tenure, health condition, age groups and qualification levels. This is important as we know the Support Group claimants are not a homogeneous group and have widely varying circumstances. We will also want to consider length of time on benefit and to include a proportion of claimants on UC.  We also require a large enough sample of claimants who receive PIP, alongside ESA, to be able to look at the support needs of this group in further detail (possibly using a specific subset of questions for this group).

We propose a 30 minute telephone survey, however Suppliers are welcome to suggest the best mode for this group, again we are open to a mixed mode approach such as including an online option. Bidders will need to ensure accessibility. The questions will be based in part on the results of the qualitative research but may also include some mental health and / or wellbeing self-assessment tools such as WHO-5 and/or GAD-7. These will be used to provide us with a reasonably representative picture of the wellbeing of the ESA Support Group.  

In the course of this research, the Supplier will need to take into account evidence from existing literature and other pieces of research that have touched on or included some people who are part of the Support Group. 

All research instruments used in this evaluation must be agreed and approved by the Project Manager prior to data collection.

All interviews must be recorded onto 256-bit encrypted digital recorders and fully transcribed prior to data analysis.

The Supplier should be aware participants will be drawn from a wide geographic area.

High Level Research Questions/Themes 

0. Set out below are a number of high level research questions/themes for each of the research waves. Suppliers should be aware the questions/themes below are high level and provide an indicative indication of the issues we wish to explore. They may not be fully representative of the final survey / qualitative question sets. The final question sets will be designed in conjunction with the Supplier, the Project Manager and key stakeholders prior to commencement of the research but Suppliers are encouraged to make additional suggestions in their bids.

0. Employment history and current situation:

Employment and health history, including fluctuating conditions

Current living situation 

Benefits/ support received (PIP crossover, involvement with other agencies)

What are the challenges of everyday life for people in the ESA Support Group?

What are the enablers and barriers to undertaking work-related activity?

For those claiming PIP, what difference has PIP made? What are the perceptions of the impact of PIP?

How are conditions managed on a day-to-day basis?

What is the level of wellbeing in the ESA Support Group as a whole, and what factors affect this?

What are the key barriers to moving towards employment?

0. Aspirations: 

What are the aspirations for this group?

What do they understand by ‘work’? (Voluntary, part-time?)

What are the employment-related support needs of people in the Support Group, as well as health related support needs? 

In what context would initial engagement work and how do we keep this group engaged? What are the barriers? 

In what context would employment support work? And who should deliver it? What other potential delivery partners/organisations are there besides JobCentre Plus (JCP)

What would need to be in place for employment support to work? (Including health support). 

What activities would be possible / or are in demand to move towards employment? E.g. mentoring

What would be the level of take-up of support (on a voluntary basis?)

0. Service Use/Wider Support

Do claimants engage with other agencies or voluntary organisations? What agencies do claimants engage with, and with what frequency? 

What is the wider research evidence on support and particularly employment related support? 

What experience does this group have with employment related support?  And what can we learn from this?

Where should support be located?

How can DWP best activate inactive claimants in the ESA Support Group?

What is the current level of contact with JCP / wider DWP? Is it satisfactory?

[bookmark: _Toc368573032][bookmark: _Toc478643872]key milestones

The anticipated timetable is outlined below.  Suppliers should note we wish to insert a break clause between the qualitative and quantitative elements of the research.

		Milestone

		Description

		Timeframe



		1

		Project Inception Meeting, 

		June 2017



		2

		Produce literature/evidence review

		July 2017



		3

		Design qualitative research instruments



		August 2017



		4

		Discussion with Project Manager to clear topic guides



		August 2017



		5

		Establish measures to achieve high response rates. 



		August 2017



		6

		Final version of qualitative fieldwork materials signed off 

		October 2017



		7

		Contact participants for qualitative interviews 



		October 2017



		8

		Pilot interviews 

		October 2017



		9

		Qualitative fieldwork

		Oct – Nov 2017



		10

		Analyse Qualitative interviews

		December 2017



		11

		Interim qualitative findings available

		December 2017



		12

		Potential focus groups

		January 2018



		13

		Presentation of interim findings

		February 2018



		14

		Potential contract break, review emerging evidence with policy colleagues and determine need and requirements for quantitative/ next phase

		February 2018



		15

		Design and clear quantitative research instruments 

		March 2018



		16

		Agree precise format and duration of survey 

		March 2018



		17

		Final version of research instruments cleared following pilot

		April 2018



		18

		Establish measures to achieve high response rates. 

		April 2018



		19

		Research questions and survey design shared and signed off by the project Steering Group.

		April 2018



		20

		Quantitative fieldwork Agree precise format and duration of survey

		May – July 2018



		21

		Analysis of quantitative survey

		August-October 2018



		22

		Draft final report 

		         November 2018



		23

		Presentation of qualitative and quantitative findings

		December 2018



		24

		Final report agreed and prepared for publication

		December 2018



		25

		One pager for DWP website

		January 2019





[bookmark: _Toc302637211]

The Supplier shall perform its obligations so as to achieve each Milestone by the Milestone Date. Changes to the Milestones shall only be made in accordance with the variation procedure and provided that the Supplier shall not attempt to postpone any of the Milestones using the variation procedure or otherwise (except in the event of a Customer default which affects the Supplier's ability to achieve a Milestone by the relevant Milestone Date).

[bookmark: _Toc478643873][bookmark: _Toc368573033]authority’s responsibilities

If so required by the Authority, the Supplier shall produce a further version of the Plan (based on the above plan) in such further detail as the Authority may reasonably require. The Supplier shall ensure that each version of the Implementation Plan is subject to approval. 

The Authority shall have the right to require the Supplier to include any reasonable changes or provisions in each version of the Implementation Plan. 

[bookmark: _Toc478643874]reporting

The Authority requires reporting outputs as detailed in the table above.  Culminating in a draft final report in the first quarter of 2018. A final publishable quality report will be agreed between the Customer and the Supplier and provided by the end of the first quarter of 2018. 

[bookmark: _Toc368573034][bookmark: _Toc478643875]volumes

As there is a fixed outcome for this piece of work, volumes are not applicable. However it is expected that the supplier conducts at least 50 interviews at Phase One and if the project moves into Phase Two up to 2000 interviews for the additional Phase.

[bookmark: _Toc368573035][bookmark: _Toc478643876]continuous improvement

The Supplier will be expected to continually improve the way in which the required Services are to be delivered throughout the Contract duration.

The Supplier should present new ways of working to the Authority during scheduled Contract review meetings. 

Changes to the way in which the Services are to be delivered must be brought to the Authority’s attention and agreed prior to any changes being implemented.

[bookmark: _Toc478643877]Sustainability

N/A

[bookmark: _Toc368573036][bookmark: _Toc478643878]quality

[bookmark: _Toc368573037]N/A

[bookmark: _Toc478643879]PRICE

Prices are to be submitted via the CCS e-Sourcing Suite Appendix E excluding VAT.

[bookmark: _Toc368573038][bookmark: _Toc478643880]STAFF AND CUSTOMER SERVICE

The Authority requires the Potential Provider to provide a sufficient level of resource throughout the duration of the ESA Support Group Research Contract in order to consistently deliver a quality service to all Parties.

Potential Provider’s staff assigned to the ESA Support Group Research Contract shall have the relevant qualifications and experience to deliver the Contract. 

The Potential Provider shall ensure that staff understand the Authority’s vision and objectives and will provide excellent customer service to the Authority throughout the duration of the Contract.  

[bookmark: _Toc368573039][bookmark: _Toc478643881]service levels and performance

The Authority will measure the quality of the Supplier’s delivery by:

		KPI/SLA

		Service Area

		KPI/SLA description

		Target



		1

		Literature/ evidence review



		A rapid evidence review of the policies, interventions and existing research about disabled people in the support group (or equivalent groups).

		100% Completion of the review 



		2

		Topic guides for the qualitative interviews



		Design the topic guides for the qualitative interviews working closely with the project manager. 

Signed off by the steering group

		100% completion of finalised topic guides



		3

		Agreed sampling process for the qualitative interviews



		The sample frame will be provided by DWP. The contractors will develop a sampling process and agree with the Project Manager.

Signed off by the steering group

		100% Finalised sampling process



		4

		Qualitative interviews 

		Qualitative interviews with Support Group claimants 

		100% Completion of a Minimum of 50 interviews, a maximum of 70 interviews carried out



		5

		Qualitative interviews analysed and data supplied



		Qualitative interviews analysed 

		100% of all interviews analysed



		6

		Interim presentation of findings to DWP colleagues and ministers 



		Headline findings slide pack produced and agreed with the Project Manager.

		100% competition when the presentation is carried out



		7

		Survey questions and survey design 

		Design the survey for the quantitative interviews working closely with the project manager. 

Signed off by the steering group

		100% completion when the finalised survey is signed off by the steering group. 



		8

		Agreed sampling process for the quantitative interviews



		The sample frame will be provided by DWP. The contractors will develop a sampling process and agree with the Project Manager.

Signed off by the steering group

		100% completion when the finalised sampling process is signed off by the steering group.



		9

		Survey completed



		Qualitative interviews with Support Group claimants

Signed off by the steering group

		100% completion of 2000 interviews 



		10

		Quantitative interviews analysed 



		Qualitative interviews analysed

		100% of qualitative interviews analysed and data produced



		11

		Presentation of quantitative and qualitative findings to DWP

		Headline findings slide pack produced and agreed with the Project Manager.

		100% completion when the presentation is carried out



		12

		Final overarching report suitable for publication 



		Final report produced bringing together evidence from qualitative and quantitative phases.

Signed off by the steering group

		100% completion when the Final report is signed off by the steering group and published 



		13

		One page summary for the DWP website.

		Signed off by the steering group

		100% completion when a one page Summary is signed off by the steering group and published





The Suppliers performance will be monitored and assessed through regular project update meetings with the Department’s Project Manager, review of progress against the agreed project timeline and through review of deliverable products. Meetings with the Project Manager will occur at least once in every 2 week period.

[bookmark: _Toc476906196][bookmark: _Toc476916453][bookmark: _Toc368573040][bookmark: _Toc478643882]Security requirements

Suppliers must adhere to all the appropriate security procedures and will have an up to date DWP Generic Security Accreditation Document (GSAD) as required by departmental security protocols. This will be sought by the Project Manager in consultation with the Supplier. 

Interviewers must be CRB/DBS checked.

Suppliers must ensure all security requirements meet departmental standards at all stages of the research process. 

All fieldwork must be gathered, transported and stored securely. All interviews must be recorded in 256-bit encrypted digital recorders. Any transfers to and from the contractor (for example, to a subcontracted transcription services provider) or collaborator (for example, a lead research organisation on other key evaluation projects) must also meet DWP standard, using PGP encryption software or equivalent. 

Data must be held, processed and transported only within the United Kingdom. 

There are no further security requirements over and above that already specified by the terms and conditions of the DWP Social and Economic Research Framework Intellectual Property Rights.

[bookmark: _Toc368573041][bookmark: _Toc444518883][bookmark: _Toc478643883]intellectual property rights (ipr)

There are no specific clauses that relate to IPR for this project.

[bookmark: _Toc478643884][bookmark: _Toc368573042]payment

Payment will be made in milestones dependent upon key stages in the fieldwork being completed.

Payment schedules will be agreed and finalised in the contract, however final payment will only be paid upon completion and sign-off of the final report.

Payment can only be made following satisfactory delivery of pre-agreed certified products and deliverables.

Before payment can be considered, each invoice must include a detailed elemental breakdown of work completed and the associated costs.

All invoices must include the appropriate purchase order number and shall be sent to the following address:

DWP SSCL Accounts Payable Team

Room 6124, 

Tomlinson House 

Norcross 

Blackpool 

FY5 3TA



Shared Services Helpline: 0845 602 8244

[bookmark: _Toc478643885]additional information 

We welcome bids from both large and small research companies and consortia. 

The Department will issue a purchase order number to the successful Supplier prior to the commencement of the service.  

[bookmark: _Toc368573043][bookmark: _Toc478643886]Location 

The Supplier will be based within their own office, but will be expected to travel to DWP Corporate Centre Offices (both in London and Sheffield) for project management meetings as required. These meetings will occur regularly.

The research will be covering a large geographical area. Suppliers must ensure they are able to conduct the interviews across the UK as required.

The supplier will be expected to travel for any claimant interviews. All travel and subsistence costs for this element must be listed within the Price Schedule Appendix E.
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